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Tips: 
 

   
 

  
 

  to display the Menu 
 

  
 

  
 

  
 

      on the Layout Page 
 

 % sign is a wild card in PeopleSoft 
 

 Clear Cache – Tools > Internet Options > Delete > OK 
 

 Always  from PeopleSoft (upper right corner).  Try not to use the  
 

 P-Cards – purchases can be made with the Department’s P-Cards for up to 
$1,500 per transaction with a limit of $10,000 per month 

 

 Requisition approval thresholds: 
 
o $5K or less  requires 1st level approval 
o Less than $50K requires 2nd level approval 
o Greater than $50K requires 3rd level approval 

 
 Create a Speed Chart: 
 

o Set Up Financials/Supply Chain > Product Related > Procurement Options 
> Management > SpeedChart > SpeedChart 
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New Features: 
 

 Embedded Help  
 

 Zoom  click Return to go back 
 
 Override Option 

 

 
 

 Vendor Name added to the Special item tab 
 

 Requisition Summary on the right side of the screen 
 

 Contract ID default  
 

 Amount only box  
 

 Pre-budget check  
 

 Copy Requisition and Pre-budget check options available on the Manage 

Requisition page  
 

 Contract Information available on the  page 
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Inquire Budget: 
 

 
 
Navigate to the above Page. 
 

Enter the Chartfield information.  Click  
 

Following are the options: 
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The above page displays the total Budget, Expenses, Encumbrances, Pre-Encumbrances 
and Available Budget. 
 

Click the Activity Log  icon to review Pre-Encumbrances for the requisitions. 
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The above  Page will display all the Requisitions as well as the POs that 
were sourced from the Requisitions. 
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Add a check mark  to display Pre-Encumbrances only on the  Page.  This 
will display the requisitions only. 
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Look Up a Contract: 
 
 

 
 

Enter the Contract # on the  Tab. 
 

Click  
 

Click the  to open the Contract 
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A contract can be used if the: 
 

 status must be valid 
 

 expiry date should be greater than today's date 
 

 remaining amount is greater than or equal to 
the encumbrance.  Contracts have no impact on the per-encumbrance.  You can add a 
contract that has less money than the pre-encumbrance.  However, a PO(E) cannot be 
processed unless the contract has enough money. 
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Look Up a Vendor: 
 
 

 
 
Enter the Vendor ID on this page 
 

Click  
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A vendor must be in Approved Status to do business with the City.   
 
View other Tabs for more information. 
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Create a Requisition: 
 

 
 

When you click the  link, the above screen displays. 
 
Business Unit should defaults to your setting, which is your Department. 
Requester should default to your User ID. 
 

You can enter the  to identify your requisition, if not, 
this field will be populated with the requisition #.  If you add the Requisition Name, it 
will have both the Name and the System generated # after you save the requisition. 
 
Currency is USD 
 
Priority defaults to Medium.  It has no impact on the requisition.  It only helps if you are 
running Reports to identify how many were created in High, Medium or Low priorities. 
 
Click the  
 

  The embedded Help icon provides information about a section on the Page. 
 
New Requisition Summary Box -  
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Enter  
 

 
 

, ,  
 

,  
 

Requisitions will workflow to the Buyer you select in the  
after the requisition is approved in the Department. 
 

Enter : 
 

, , 
 

You can leave the  blank.  The System will add your  
 

name on the  Tab. 
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Enter : 
 

 
 
Most of the data from this page will default to the 
 

 and  tabs. 
 

The  data is not migrated unless you select the button. 
 
Open the Details Tab 
 
Open the Asset Information Tab.  The data from this Tab will migrate to the Assets 
Module, if a Receiver is created.  You can Capitalize an asset or leave the box blank. 
 
Click  
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Go to  Tab 
 

Click   
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Add , 
 

 and . 
 

Other information should default from the  Tab 
 

Add Line Comments and select if Comments need to be sent to , 

,  
 

 
 

Scroll down and click  
 
Add more line items, if needed 
 

Click  Tab after all line items are added. 
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Line level comments can be entered on this Page as well, scroll to the right and click 

the  icon.  The comments on this Page will override the ones on  
tab.  The following page will be displayed. 
 

 
 

You can enter comments and  
 

Click  when done. 
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When you are back on the  Tab, scroll to the right 

and click the Line Detail icon, .  The following page will open. 
 

 
 

 check this box, if you want the PO by AMT 
 
Contracts can default by vendor and category to all requisition lines, or  
 

Click  to select a contract  
Only valid contracts for the Vendor selected in the requisition will be displayed.   
 
Click  
 

Note: If a contract is not added, the System will select the most recent contract if one is 
available, and add it to the PO during the Sourcing process. 
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Back on the  Tab, add a check mark  to the  
 

line(s) before opening the  link.   
 

Click  to change requisition lines data.  This is an 
efficient way to modify, if changes are the same for a multi-line requisition.  If each line 
is charged to a separate account, then accounts should be modified at the line level.  
However, vendor and buyer can still be changed on this page. 
 

 
 
Make changes, and 
 

Click  
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 page defaults to  
 
Click  if you want changes made to all lines. 
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If you do not use the  page to correct the accounts 
information, then make changes on the line. 
 

Correct the  data.  It always defaults to 999999. 
 

Click  to budget check pre-encumbrance or  to 
provisionally check the budget.  This will not hold funds as pre-encumbrance. 
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The above Message screen will open. 
 
Click  
 

 will be displayed.  If budget has an error, then look up the 
Commitment Control to verify that enough funding is available. 
 
 

Note:  Click to add this requisition to your Favorite list 

 

Click to  selected items from this requisition. You select items using the 
check box to the left of the item description. 
 

 This button is only active if you have saved the requisition, and 
have edited it to make changes. Click the Cancel Changes button to revert to the 
previously saved version. 
 

Click  to cancel the entire requisition. The system displays a warning 
message before the cancellation. 
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Click  to preview approvals 
 

 
 

Click  to submit the requisition for approval 
 

 
 
The above page will be displayed 
 

Click the  link to see who received the requisition for approval  
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The small window displays the Users receiving the requisition for approval 
 

Click  to close the small window 
 

Click the  if you need to go back and make changes to the requisition 
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If you modify an approved requisition, the approvals are removed and the Budget 
Status is not Valid.  After making the required changes, you will need to re-budget 
check the requisition. 
 
 

 will be displayed and a Requisition # will be assigned. 
 
Click  
 

Click the  to view approval routing 
 

Click  to route the requisition for approval. 
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Note: 
 
 

 
 
 
You can  or  and 
 

 for approval from the above page as well. 
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User with the 1st level approval will receive an e-mail to approve the requisition. 
 
Click the  icon to open the requisition as shown in the screen shot 
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Click the  to open the Requisition for approval. 
 
You can also navigate to the following page to open a requisition for approval. 
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Click the requisition number  
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Enter comments in the Approval Comments box. 
 

Click  for approval. 
 
After requisition approval, it will go to the Buyer. 
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The Buyer will receive an e-mail for the requisition  
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The Buyer approves the Requisition.  
 
eProcurement Workflow displays the Requisition is Approved at all levels. 
 

 
 
An e-mail is sent to the initiator that the requisition has been approved by the Buyer. 
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Note: 
 

 
 
Add a check mark to the line and click  The above screen will be 
displayed. 
 
  



City of Kansas City, Missouri 

ePro Requisitions Training Manual 

ePro Requisition Class December 2013 
(Page 33 of 59) 

 

 
 

Click  to display the above page for additional 
requisition information. 
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Note: 
 
 

 
 
When you have more than two levels of approval, then a requisition can be 

,  or  
 

 sends the requisition back to the initiator.   sends it back 
to the last approver. 
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Note: 
 
 

 
 
If you  or  a requisition without a Comment, the above 
message will be displayed.  A Comment is required. 
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Note: 
 
 

 
 
If your Worklist displays all documents, use the filter for the documents you need to 
review. 
 
Select the Approval Routing  
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Print a Requisition: 
 
 

 
 
Open a Requisition that needs printing. 
 

Click the  link  
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Click  
 

Select a Run Control ID; if none exists then create one by clicking the  
tab 
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Enter the , and the 
 

 
 

Populate the  as shown 
 

Click  
 

Click  
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Do not make any changes to the above Page 
 

Click  
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Click the  
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When the  changes to  and the  
 

 changes to  
 

Click the  link 
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Click the  
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Click the  link 
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The Requisition will open. 
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Cancel a Requisition: 
 

 
 
Canceling a requisition requires that you have the access to do so.  If you do, 
 

Select  in the drop down 
 

Click  
 

 
 

Click  
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Requisition Status is  
 

Budget Status is  
 

Select  
 

Click  
 
You can re-open a cancelled requisition from the drop down window. 
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Review a PO: 
 
 

 
 
Enter a Requisition ID 
 

Click  
 
Click the  icon 
 

You can click the  or  
 
  



City of Kansas City, Missouri 

ePro Requisitions Training Manual 

ePro Requisition Class December 2013 
(Page 49 of 59) 

 

 
 

If you clicked the  link, the above page will open 
 

Click the  icon to open the PO 
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The PO information will be displayed. 
 

Click the  link to review Requisition Schedule and 
Distribution information. 
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Click  to go to the beginning of the Requisition, or 
 

Click  to return to the PO information page. 
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Inquire Receipts: 
 

 

 
 
Open a Requisition 
 

Click the  link 
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Click  to review all Receipts, or 
 

Add a  for a specific PO, or 
 

Add a  for a specific Receipt 
 

Click  after adding a PO or a Receipt #.  Receipt will be displayed 
 

 
 
If no PO or Receipt is selected, then all Receipts will be displayed for the Period as 
displayed above. 
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Procurement Life Cycle: 
 
 

 
 
To view the Life Cycle, add requisition # 
 

Click  
 

Click the drop down Window  
 

Select  
 
Click  
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The above Page will open.  You can click the active icons to open that document. 
 

For example, click the  icon to open the PO. 
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Click the  link to go back to the previous page. 
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Queries: 
 
 
Navigation:  Reporting Tools > Query > Query Manager 
 

Query Name 
 

Description 
 

KCM_REQ_INFORMATION 
 

Requisition Information 

KCM_REQ_N_APPROVED 
 

Req not approved by Dept 

KCM_REQS_W_ERRORS 
 

Reqs with Budget Errors 
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Reports: 
 
 
Navigation:  eProcurement > Reports 
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Requisition status Values: 
 
 
Approved:  Requisition has been approved.  
 
Complete:  Requisition has been processed through to completion.  
 
Open:  This status appears by default from the requester setup. The requisition is not 
eligible to enter the approval process until an authorized user changes its status to 
Pending Approval. 
 
Pending approval:  Requisition is eligible to enter the approval process.  
 
Canceled:  Requisition has been canceled. 
 
 


